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Part 1 — Starting Out 
What’s this about? 


This handbook has been developed to assist 
you in your role as a director of a New 
Horizons project. The information is designed 
to assist you and your group in meeting your 
project objectives. The accomplishment of 
project objectives ought to be undertaken as 
a shared responsibility among all directors. 


For further assistance, always feel free to 
contact your New Horizons field 
representative. 


The New Horizons Program 


New Horizons is a unique program devel- 
oped in 1972 for the benefit of older and 
retired Canadians. It is a federal program 
administered by Health and Welfare Canada. 
Designed to give retired people an oppor- 
tunity to share their interests, skills and 
talents in developing and carrying out 
projects of their own choosing, the Program 
encourages the development of creative lei- 
sure-time activities, self-determination and 
democratic decision making. 


You as a Director 


A New Horizons project director is any one 
of ten persons who signed the contribution 
application and accepted responsibility for 
the organization and management of the 
project. As a director, you have a responsibil- 
ity both to your membership and to the New 
Horizons Program. You will be acting on 
behalf of the members of your group and 
should encourage active participation by all 


those engaged in the project to see that it 
develops as outlined on your application 
form. 


As a member of the New Horizons board of 
directors, it is hoped you will participate for 
the duration of your contribution period. 
However, if for any reason you are unable to 
fulfil your term of office, it will be the 
responsibility of the remaining directors to 
elect or appoint your replacement and notify 
the New Horizons field representative of the 
change. 


Sometimes modification of project activities 
may be required due to unforeseen circum- 
stances. Proposed changes should be dis- 
cussed by your board and membership, and 
your field representative should be consulted. 


All directors who have signed the application 
for New Horizons funds are equally responsi- 
ble for the success of the project. No one 
director is more important than any other 
and when they and members work together 
as a team, success is most likely to be 
achieved. 


Why a Board of Directors? 


New Horizons requires that a board of ten 
directors be selected from a group of people, 
70% of whom are at least 60 years of age 
and consider themselves permanently retired 
from the labour force. In this way all the 
work is not placed on one person’s shoulders 
and it provides for proper representation of 
group members. It also allows for shared 
responsibility in the management of the 
project. 


Project Information Sheet 
Every director ought to be familiar with the basic 
information on the project he or she will be 
involved in and it is suggested that you complete | 
this page at the first board of directors’ meeting 
after you have received your cheque. 


Project Information 


TITER SOF PROJECT 


NAME OF GROUP 


EIST OF DIRECTORS. 


PROJECT NUMBER 
AMOUNT OF NEW HORIZONS CONTRIBUTION 
DATE OF FUNDING 

END OF FUNDING PERIOD 


NAME OF BANK 


THREE SIGNING OFFICERS ARE: 


2, 


NEW HORIZONS FIELD WORKER: 


NAME 
ADDRESS 


TELEPHONE 


A copy of the approved budget has been sent to 
your group. It may be duplicated to ensure that 
all directors have the information. 


Part 2 — Project 
Management 


As the management committee of a New 
Horizons project, the board of directors has a 
responsibility to encourage members to par- 
ticipate in project activities. This section of 
the guide suggests ways in which you could 
get the members involved. 


Directors and Project Members 


You as the directors represent project mem- 
bers of the New Horizons Program. You also 
accept the responsibility for the management 
of the project. The following guidelines will 
help to establish and maintain a cooperative 
atmosphere within your group: 


@ Adherence to democratic principles en- 
sures that everyone may express his or her 
opinion. 

® Inviting suggestions and ideas from project 
members stimulates an interest in the 
group’s activities. 

@ Encouraging members to actively partici- 
pate in project activities contributes to the 
overall success of the project. 

® Recognition, by commendation at meet- 
ings, expressing appreciation in person or 
writing a letter of thanks, of the contribu- 
tion made by individual members encour- 
ages increased involvement in the project. 


The New Horizons Board and Your 
Organization 


Funds are available to groups that have been 
formed for the sole purpose of participating 
in a New Horizons project or existing groups 
whose members wish to expand their activi- 
ties. | 


Where a group is formed for the sole pur- 
pose of a New Horizons project, the execu- 
tive of this group or organization and the 
New Horizons board of directors is normally 
the same. 


Where a New Horizons project is created by 
an established group whose members wish 
to expand their activities, the new board of 
directors must relate to the parent organiza- 
tion and to the project members and the 
New Horizons Program. It is recommended 
that at least one member of the executive of 
the parent organization also serve on the 
New Horizons board of directors to ensure 
good communication and establish a formal 
relationship between the parent group and 
the New Horizons group. 


Meetings 


Frequent and regular meetings will encour- 
age participation and flow of information 
among participants. Arranging a regular 
meeting time and place will encourage 
greater attendance by establishing a routine. 


An agenda should be prepared and all board 
members advised ahead of time of the list of 
items to be discussed. 


This will encourage preparation and partici- 
pation on the part of directors. Attendance of 
a majority of the directors is required if the 
decisions of the board are to be considered 
valid and binding. 


All decisions reached by the board should be 
made known to absent board members and 
the general membership of your project 
group. Information sharing is a key to the 
overall success of project activities and 
regular use of a bulletin board will help to 
bring the information to all the members. 


Functions of Board of Directors 


All directors have a responsibility to attend 
board meetings, to vote on decisions and to 
communicate with the general membership 
of the group. Certain positions on the board 
of directors carry additional specific respon- 
sibilities which are outlined below. 


President/ Chairperson 


This officer chairs the meetings of the board 
of directors. He or she prepares an agenda 
before the meeting with the help of the 
secretary. He or she keeps the meeting on 
topic; follows the agreed-upon order of 
business; calls for a vote to make decisions, 
and after a decision is voted on, restates the 
decision for clarity. The chairperson also 
guarantees everyone’s right to speak and 
does not permit one member to dominate a 
discussion. 


Secretary 


The secretary keeps records of all correspon- 
dence received and sent by the New Hori- 
zons board of directors. Correspondence 
should be read to the directors at each 
meeting. 


The secretary also keeps a record of the 
minutes of all board meetings, including the 
names of the directors in attendance. Min- 
utes of the previous meeting ought to be 
read to the directors at the beginning of each 
meeting and, after being approved as correct, 
retained in the group’s records. 


Letters sent in the name of the board of 
directors should be signed by both the 
secretary and the president. When writing to 
the New Horizons Program include in your 
letters: (a) the name of your group; (b) your 
project number. 


Treasurer 


The treasurer is responsible for keeping 
records and receipts for all monies received 
and spent by the project group. Please refer 
to the New Horizons accounting guide for 
details. 


This officer must also ensure that a majority 
of directors approve all spending of New 
Horizons funds. A report of the finances of 
the group should be presented at each 
meeting of the directors. 


Part 3 — Project 
Administration 


This section is to inform you of the reporting 
procedures of the New Horizons Program 
and to suggest administrative methods. 


As directors, you are responsible for the 
administration and expenditures of New 
Horizons project funds, and so you should 
have a copy of the budget and other relevant 
information to enable you to act in the best 
interest of the group and in accordance with 
the objectives of the New Horizons Program. 


Expenditures of project funds should be 
reported to your membership at large at 
regular business meetings to keep members 
informed and allow an opportunity for 
discussion and input from them. 


Accounting and Banking 


New Horizons funds must be deposited in a 
separate bank or credit union account and 
up-to-date records of project expenditures 
must be kept. Funds from sources other than 
New Horizons should be placed in a separate 
account. Please refer to the New Horizons 
accounting guide for details of record 
keeping. 


Your purchases should be made according to 
your approved budget although Program 
flexibility does allow for budget revisions 
brought about by changing project needs. 


Reporting 
The following mechanisms for reporting the 


progress of your project are required by the 
Program: 
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Third Month Report 


Approximately three months after you re- 
ceive your New Horizons funds your field 
representative will contact you (visit, tele- 
phone call, or letter) to discuss your project 
and answer any questions about the 
Program. 


Activity and Accounting Report 


At the end of your funding period (generally 
18 months) a report form will be sent to 
your group to be completed by the board of 
directors. If necessary, the field representative 
may be consulted to assist you in completing 
this report. 


Financial Report 


You may be requested to complete a financial 
report from time to time. 


Change of Directors 


Any change on the board of directors must 
be reported to the Regional Office. 


Change of Budget 


The procedure for budget changes should 
include a meeting to discuss the proposed 
change and a consultation with your field 
representative to ensure the change meets 
with Program criteria and to obtain written 
approval from the Regional Office. 


Audits 


A government auditor might contact your 
group requesting an appointment to conduct 
an audit. In this case, the treasurer should be 
prepared to provide the auditor with the 
project’s financial details, including the bank 
or credit union statements, receipts, and 
accounting records. 
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Part 4 — Having Reached 
Your Goals 


Termination of Contribution 


New Horizons funding is provided for a 
period of up to 18 months. Although the 
funding period comes to an official end then, 
it is hoped that activities generated and 
encouraged by the Program will continue to 
provide benefits to your group and your 
community. 


Assets 


All assets, i.e. furniture and equipment, 
obtained with New Horizons funds are 
administered by the board of directors. If the 
group wishes to dispose of, or transfer any 
such assets, the written permission of the 
New Horizons Regional Office is required. 


Continuity 


On your application form you indicated 
willingness to become self-sufficient. Some 
preparations should be made, at an early 
date, for the continuation of activities begun 
by your New Horizons project. Alternative 
sources of funds should be sought by the 
board of directors. Community organizations 
such as service clubs, fraternal, recreation 
and church organizations are sometimes 
willing to support activities with funds. 
Industrial concerns, commercial enterprises, 
business establishments as well as other 
funding organizations might be solicited for 
financial support. Fund-raising activities of 
your group, carried out by your members at 
large, are a possible source of funds. Mem- 
bership fees can also be a source of funds 


and can represent a commitment to the 
group. However, care should be taken that if 
fees are levied, they be within the means of 
members. 


A second contribution from New Horizons 
may be available if a group has not been 
able to become self-sufficient. Ask your field 
representative about the possibility of addi- 
tional funds from New Horizons if all other 
sources have failed. 


Good luck with your project. 
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